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ABSTRACT 

Qualifications needed by prof essionais who staff the 
college ^ student ^ union are suggested as cr iter job candidates 

and as information for aspiring union prof esrionais. After 

considering goals of the college union, desirable qualities of 

student union staff are identified^ The number of staff positions 
required will vary according to the size and complexity of the union 
pperation. Fbr_ the following. positions , information is provided on 
job responsibilities, special qualifications, experience, and 
education: director^ associate director, assistant director, program 
director (or assistant director for program) , director of student 
activities, program adviser (or assistant program director ) , outdoor 
recreation director/inanager^leisure classes coordinator, craft shop 
director/manager , art and gallery directbr/^manager ^ theater 
director/manager^ promotions or marketing director ^ business manager 
(or assistant director for business)^ operations manager (or 
administrative assistant ) , maintenance manager, food service director 
(or assistant director for food service)^ recreation area manager, 
bookstore manager, and scheduling and reservations manager. (SW) 
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Role of the CoU^^ Unidii 

i : The anion is the community center^f the c^^^^^ for all the member of the col- 
lege family— students, facuity, administration, ajumni, and guests. It is riot just 
a building; it is also an organization and a program. Together they represent a 
well-considered plan for the cbmmuriity life of the college. 

2. As the 'Miving room'/ or ''hearthstone" of the college, the uriiori prdVides for 
the services, conveniences, and amenities the members of the college family 
D??^_l"^^_hl^'L^ daily life bri the campus ariti for getting to know and understand one 
another tnrough informal association outsid^j the classroom. 

3. The union is of the educational program of the college: 

As the center of college community life. It serves as a laboratory of citizenship, 
trairiirig students in social responsibility and for leaderehlp In our democracy; 

Through its vanbus boards, committees, and staff, it provides a cultural, social, 
M"^_^creatibrial prbgrarii aiming tb make free-time activity a cooperative factor 
with study in education. 

'^'^ P^^cesses it ericb self^directed activity, giving luaximum oppor- 
tunity for self-realization and for growth m iridiyidUal sbcial cbmpetency and 
group effectiveness. Its goal is the development of persons as well as intellects. 

T*^^M'?*l^e^^ the life bf the college, cultivating endur- 

ing regard for and loyalty to the college. 

Adopted by the As*: »ciatibn general membership in 1956 
and reafHrmed in 1964. 
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Standards in tlie college union 

The purposes of this booklet are (1) to assist collegiate administrators and college 
union executives in des^igning an^^ Urildri staff organizations arid in re- 

cruiting and selecting professionals to fill these staff positions, and (2) to help indi- 
viduals who are considering careers in college union work understand the types of 
qualifications required of persons enteri this field. 

The booklet, first published in 1 940, has Uridergdrie rilariy revisibris, reflectirig iri 
many ways changes that have affected all of higher education during the past four 
and a half decades. Previous editions of the booklet cojntaincd information from a 
variety of sources, iricludirig research bri the administration and operation of college 
union^ beginning in the 1950s^ The job descriptibris iri earlier editibris were based 
cn samples of actual job descriptions from numerous institutions as well as on infor- 
mation collected in the Central Office of the Association of College Unions-intema- 
tibrial. The current edition of the booklet ihcbrpbrates some work of the Council for 
the Advancement of Staridafds for Studerit Services/Develbprilerit Prbgrariis, an br- 
ganization of which ACU-i is a charter member: 

This publication covers only those positions usually regarded as professional or 
leadirig tb prbfessibrial pbsitibris. It dbes nbt consider other impbrtaht positions that 

"^"^^Ly ^y_^l^^^LA?^l^^or^y canlpuswide, systerilwide, br labbr uriibri 

regulations. Most of these latter positions are service-oriented, such as secretarial, 
accounting, food service, or maintenance positions. The distinction between profes- 
sibrial and nbri-prbfessiorial pbsitibris is often blurred, both on a single campus and 
!?A^l^'^P^P_^ori of c^^ eritry level pbsitibris bri a cariipus 

may be filled by graduate students who are in the process of preparing for profes- 
sional positions. 

Goals of the eollege union 

A college union is frequently called the **cojnmunity center" of an academic in- 
stitutibri. Althbugh uriibris differ eribriribusly from campus to campus in facilities, 
P^^Si?i?''S»_P^^^^^^^, arid orgariizatibris, rifibst have iri cbriiriibri the follbwing basic 
assumptions: 

" X^? ^PI^^S^ yrii^dn is^ari esseritial arid fUridarilerital part bf the college's educational 
mission, it is important that union professionals view themselves as educatdfs iri 
the broadest 5ense as they serve multiple constituencies, including students, fac- 
ulty, staff, aluriirii, arid guests. 

• T^.^ ^py^ge MDion ^fleets the distirict arid Uriiqtie character bf the educational in- 
stitution of which it is a part. Therefore, it is important that unidri prdfessidrials 
understand the milieu of the institution they serve. 

• The cbllege uriion's thrust encompasses facilities, services, and programs, which 
all intertwine td fdrm a whdle. Therefdre, it is iriipbrtarit that uriibri professionals 



have a basic understanding of the philosophy of the college union and of how their 
individual roles contribute to the whole. 

• The college union functions in collaboration with the various departments, agen- 
cies, and divisions of the ihstitutibh, including academic disciplines, business af- 
foire, student service agencies, alumni and develbpmerit offices, arid other com- 
ponents: Therefore, it is important^that college union professionals possess the 
necessary skills for effective communication with other units and for effective 
cphtributibri to the f^dal-setting processes and evaluation efforts of the institution. 
The objectives of each college uriibri vary frbm campus to campus, but in general 
unions identify with the fbllbwirig goals: 

• The college union responds to numerous physical and tangible needs of individu- 
als. Typical components of a union include food service operations, meeting and 
program spaces for large and small events, retail stores including bookstores, fa- 
cilities for the perfonhirig and visual arts, a recriatibn area, administrative of- 
fices, offices for student brgariizatibris, arid ari iriforrifiatibri ceriter. A uriibri riiay 
also include amenities such as a reading/music IJstemng area, lounges, alumrii of- 
fices, pubiic telephones, banking facilities, a post office, a hair-styling shop, and 
other services. The number of staff required to carry out these functions varies ac- 
cbrdirig tb the size bf the iristitutibn and the size, location, and complexity of the 
uriibri opetBtibri. 

• Through its programs arid services, the uriibri facilitates a serise bf ideritity with 
the institution, enhances intellectual learning through lectures and seminars, en- 
courages cultural and aesthetic growth through the performing and visual arts, as- 
sists with meeting the social needs of the college population, and plays ^ valuable 
role iri aiding iridividuals tb explbre, ideritify, arid evaluate their beliefs arid val- 
ues: 

The union must be organized to maintain its physical plant, to provide for cul- 
tural, intellectual, and recreatibrial programming, to operate its business enter- 
P?J^s» deliver successfully the services iriheierit iri its niissibri, tb riiairitairi fiscal 
controls, and to supervise its personnel: 

Human resources required 

The cbllege Uriibri niUst eniplby qualified prbfessibrial, techriical, arid support 
staff who can meet the varied educational, service, social, le[sure, and recreatibrial 
requirements inherent in the union's mission: Staff should include people who pro- 
vide the necessary professional leadership tb assume responsibility for the entire un- 
ibri as well as for specific 

Desirable qualities of staff should include^ (1) knowledge bf and ability tb Use 
management principles, including the effective management of volunteers, 
(2J skills in assessment, planning, training, and evaluation, (3) interpereonal skilJs, 
(4) techriical skills, (5) Uriderstaridirig bf uriibri philbsbphy, (6) cbmmitmerit to in- 
stitutional mission, and (7) underetanding of and the ability to apply studerit devel- 
opment theoiy. Graduate degrees should be earned in fields relevant to college un- 
ions, including but hot limited to student development, business administration, 
higher edUcatibn, arid rec^^ leadership. 

A variety of technical and clerical personnel may be reqiiired to operate the col- 
lege union. Included in this area are skilled and unskilled workers needed to provide 
the services arid maintain the facilities of the union, such as secretaries, reception- 
ists, accbUril clerks, sa^^ cashiers, stageharids, light arid sound technicians, 
food service woricers, maintenance personnel, arid managers of retail bperatibris. 



Student employees and volunteers may be an important part of the union's opera- 
tion. Their work experience can contribute to their educational experience as well as 
to their pereonal income. A thorough training program should be provided for part- 
time student helpers and volunteers to ensure that their services are competently 
provided. Depending on their assigned duties, such training might include leader- 
ship, group fadlitatidn, arid cbniniUriicatiori skills. Ah internship or practicum in 
?^J^_^^ valuable to graduate assistants pursuing advanced degrees 
in student deveiopment, business administratiori, higher education, institutional 
management, and recreation. Such experiences should provide a variety of dppbrtu- 
riities within the union operation. Graduate assistantships also may allow persons 
pursuing careers iri specific areas of the union field to expand their expertise; Grad- 
uate students^ frequently se^^^^ advisers or operations, recreation, or 
other department supervisors while pui^uing advariced degrees. 

While it is important that professional staff member meet qualificatibris iri terms 
of acadeniic pieparation, experience, and skills, it is even more important that care 
be grveri to th:i selectibri of iridividuals who maintain a positive attitude, who ore 
wiiiing to work with a variety of people arid situations^ and who demonstrate ethical 
standsu^ds in their conduct. Anoth^^ in the employriient of individuals 

is their attitude abouj working on nights and weekends. Because mariy uriibns are 
bperi seven days a week and for long working hours, both professional and ribn-prb- 
fessibrial staff shbUld uriderstand that the position may call them to duty at times 
when other campus offices br departriierits are closed. 

Diversity of the^eld and number of positions required 

Cbllege Uriibns reflect diversity not only in staff but also in facilities and opera- 
tions. Three-quarters bf all Uriibri buildings contain fewer than 120,000 square feet 
and a fifth are under 30,000^ In contrast, brie-eighth are more than 200,000 square 
feet in area. Budgets of unions vary from less than $1 milliori tb riibre thari $15 mil- 
libri. Scriie unions are little more than a food service facility; others coritain five bf 
six kinds of food service. Recreatibri and program facilities vary greatly from one 
union to another. Some unions have cbm^ bbbkstbres, theaters, art galleries, of- 
fice spaces,, and hotel facilities; others have only one or twb niUltipUipbse spaces for 
a variety of functions. 

More than brie-third bf the cbllege union directors are the only professionals on 
^M^-^"^^ sc5^me directbrs have several assistant directors. Ap- 

proximately half of all union directors are also in charge bf canipUs activities and 
prbgrariis, especially on two-year and small college campuses: The number bf staff 
positions required will vary according to the size and complexity of the union opera- 
tion. 

In general, Ihe number of staff positions required tb cany but the riiaintenance 
and business functions. of the union is proportional to the s[ze of the facility, the 
number bf services bffered, the number of patrons served by the anion, and the 
budget of the operation. The number bf staff positions required to carry out the pro- 
gram functions of the union is proportional to the riUriTiber arid variety bf programs 
bffered. A comprehensive union program can be organized jnto furictibrial areas 
such as visu^^^ peiforriiirig arts, cinematic arts, indoor games and tournaments, 
outdoor recreatiori, lectures arid semiriars, crafts and hobbies, social programs, pro- 
grams for special constituencies (e:g:, minoritjes, foreigri stUderits), travel, leisure 
classes, and special programs or projects. Each of these areas requires prbfessibnal 
guidarice if the prbgrariis arc tb riieet the high standards a campus community should 
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expect and if the students involved iii planning and executing the prdgrams are Id 
enjoy the learning experience envisioned in the anion's role statement; A program 
adviser can adequately cover no more than two or three of these areas. Thus, a un- 
ion with a comprehensive program would heed a program staff of three or four pro- 
fessionals to cover all of these program areas. 

Qualifications for prbftssiohal staff pdsitibiis 

Recbmmerided standards for educational background, experience, and special 
qiialificatidhs for typical lihidn positions follow. These guideHhes are suggested as 
criteria that may be heipful in appraising the suitability of candidates for union posi- 
tions and also as information for aspiring union professionals. 



Director 

RespDnsibiiitics: Oversees the entire union operation and its^ersonneL Estab[ishes 
the overall standards of performance through selection of administrative 
personnel, budg^etary cdhirdls, and overall thrust and direction of programs 
and services. Usually reports to the chief student affairs officer bri the 
campus.^efyes as Jhe prim^aiy c^ linjc between the union and 

other campus departments and the community. Works directly with the un- 
ion's govemihg board and stimulates and cpdrdinates all staff and student 
effort to realize the uriibri's educatibnal and service bbjectiyes. May have 
direct supefyisory responsibilities over particular fur[ctional areas, though 
wherever possible it is desirable to avoid these multiple assignments of di- 
rect supervision by appointing associate or assistant directors to supervise 
major fiirictibhal areas. 

Special QualificatiDjis: A well-deyelqp^ed talent for leadership of college students; 
thorough knowledge of the philosophy of informal education and of the 
process by which leadership skills are developed; demonstrated expertise 
in rrianagemeht skills^ including assessment, plarihihg, training, evalua- 
tion , and comminikation skills;_know|edge of college union philosojJhy 
and an understanding of how to meet the cultural, social, and recreational 
heeds of the campus community; uhderstahdihg of and the ability to apply 
student develbprherit thebry; uriderstaridirig bf hbw the uhibri fuhctibris 
within^ the institutional setting smd of instiwtiqnal busin and manage- 
ment practices; personal skill and interest in recreational activities: ability 
to stimulate student interest and to enlist the best efforts of staff; articu- 
lateness; ah awareness bf the educatibnaj and cultural benefits bf multicul- 
t^uralism,;^ability to recognize Md fos^ standards of perform- 

ance, service, and professionalism among staff. 

Experience: Previous experience in an administrative position in a college union or 
clbsftly related field (e.g., director of a smaller union, assistant director of 
a union, student services professional such director or coordi- 

nator of student activities, administrator of a community center or resi- 
dence hall complex) combined with business management experience. 
Other valuable experience includes work as a school executive, recreation 
director.^ business execm^ college fund-raiser, teacher, or service volun- 
teer. Successftil undergraduate leadership experience in a major college ac- 
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tivity or program (e.g., union boards student government, residence hall 
board, special interest or service cllib, publications). 

Minimum paid experience in years for Uriidri position at a: 

Small campus (under 5,000 enrollment) 3 years 

Medium campus (5,00(KlOjiOO enroHment) 5 years 
Large campus (over 10,000 enrollment) 6 years 

Education: Bachelor's degree req^ujred in the social sciences, liberal arts, 
education, recreation, or business. Master's degree usually required in ed- 
ucation administrati(3n, student developments recreation administration, 
business administratibri, or a related field. A few institutibhs prefer a doc- 
torate in an appropriate discipline, with broad cbllege administrative expe- 
rience; Aspiring professionals might focus on cj5llege credits or special 
training in organizational development, education administration, student 
services, business aaministratibn, arts administration, or successful com- 
pletion of an internship or graduate assistaritship in cbllege uhibh adminis- 
tration: 

Associate director 

Responsibilities: If the union organization has only one assbciate directbr, this indi- 
vidual is usually the second-ranking administrative official. If the union 
has more than one associate director, each is usually in charge of a specific 
fUrictibrial area, sUch as building operatibhs arid maintenance, program and 
activities, budget control and^ business operatibns, or jsersbrinei (hiring, 
training, coordinating). Reports to the union director and serves as acting 
director iri that i?erson's absence. An associate director generally shares in 
the leadership bf a large, cbriiplex operatibri and has extensive operational 
authority throughout the ofganization. 
Special qualifications: In general, the associate director jjosition calls for the same 
qualificatibris as the director position since this person usually acts tor the 
directbr iri that persbri's abserice, carries a large share of the supervisory re- 
sponsibility of a _16-hourper day bperatibri, arid is bfteri iri trairiirig for a 
union directorship, in any organization, it is valuableinr the assqciaje di- 
rector to offer special preparation or skills that complement those of the di- 
rectbr (e.g., tiairiirig iri prograriiriiirig or student services if the director's 
qualifications are strongest in bosiness adrriiriistratibri br vice versa). 
Experience: Previous experience as a student services professional or as an adipm- 
istrator iri a related field. If responsibilities^ include business operations, 
pribr experierice iri busiriess adiiiiriistratibri. Successful leadership in one or 
more major college activities as an lindergradUate. 

Small campus (under 5,000 enrollment) 2 years 

Medium campus (5,0(K)-10,0£IO enrollment) 3 years 
Large cariipus (over 10,000 enrollment) 4 years 

Education: In general, the same as for a directbr. 

Assistant director 

Respbnsibilities: If the union has only one assistant director^ this individual may be 
the second-ranking administrative official. If ihe union has more than one 
assistant directbr, each is usually respbrisible for a specific functional area, 
such as program^ and actjykjes^ fqqdjcrvice^busii^^ bpcratibris, buildirig 
operations and maintenance, personnel, or marketing. The difference be- 



^^A^'l^J^^???*^?^^^^^^^^ assistant director may be that the associ- 
ate director has more extensive authority^throughdut the entire Uriibri opera- 
tion, whereas the assistant director is more iikely to be responsible for a 
specific area. However, assistant directors are often apart of the decision- 
n^^lnSA?!*?/?^ eri uriibri. Sbrrie unions rhay also have an assistant 
to the director position. This person is likely to be fespdrisible fbr brie spe- 
cific function or may be responsible for a variety of administrative ass igri- 
riierits from the director. An assistant director often is not part of the deci- 
siori-maldrig team 

Special qualifications, experience, and education: May be the sanie as for the di- 
rector or may be specific to the functional area this person supervises, de- 
pending on the organizational structure. See program director, business 
friariager, and food service director. 

Prdgram djreetor (or assistant director for program) 
Responsibilities: Directs and coordinates the total program which serves the educa- 
tiori^], social, cultural, arid recreatibrial interests of the cbllege or univer- 
^'^y Pf^^*^^^ "develbp leadership and 
programming skills. Reports to the union director. Selects and trairis the 
program arid support staff and supervises the selection process for student 
k^^^rs. Cbbfdiriates arid riiairitairis standards of excellence for programs* 
Monitors prograni budgets^ incju^ cbveririg the prbgrarii staff arid 
the student programming effort: Provides direction for the plan mng and 
prbriidtidri of program activities and for the establishment of an ongoing 
program of leato^ for students and professional develop- 
ment of support staff. Respon^sibilities may Vary greatly fi-brii iristitutibri to 
institution depending on size of school, number of college iiniori staff 
riieriibers, arid the campus student activities organizational pattern: Admin- 
Lstrative res^Dbrisibilities riiay iriclude scheduling, budget control, handling 
artists' contracts, and su^eivisiqri of staff, graduate assistarits, br student 
interns. Supervision or management of other areas, such as crafts shop, 
gariie rbbm, or reading/music listening room, may be required: May advise 
spedfic prdgrarii areas. May supervise main campus events, such as orien- 
tation, homecoming^ leader^sliip develb prbgrariis, br ad hbc grbups 
dealing with specific programs or issues: 

Special qualificatibhs: Administrative ability, ability to relate well to student 
g?oUps, cbmniitriierit tb the educational goals of program activities, knowl- 
edge of college union philosophy, urid^^^ the ability tb apply 
student development theory, an awareness of the educational and cultural 
benefits of multiculturalisrii, demonstrated ability in advising student 
groups, arid abili^ tb relate the prbgrarii effort to the total union operation. 
Wilhngness to woric evenings arid weekerid^ as the job riiay require. 

Experience: Successful leadership experience in student activities as an undergrad- 
uate, experience in working with and advising student or youth groups, and 
expertise iri brie or riibre specific program areas. Experience in administra- 
tive dutjes desirable. 

Education: Baphelor's and master's degrees usually required although sbriie iristi- 
tutions_will recognize several years' experience for the latter: Preferred 
rri^br fields of study are higher education and student development, coun- 
^he social arid behavioral scierices, liberal arts, br busiriess adminis- 
tration . 



Director of student activities 

ResponsibiliUes: Coordm^^^^ campus activities program, includ- 

ing scheduling events and facilities, supervising student organizations, and 
possibly monitoring system of accounting for organizations. Usually re- 
ports to chief student affairs officer on the campus. Responsibilities may 
include ad vitmg student governs publicatibris, physical recreation and 
club sports, and occasionally intramural sports. Job responsibilities may bs 
combined with those of union director or with assistant director for pro- 
grattis^ (NOTE: Respbrisibility for both the union and student activities is a 
combined one on ne^arly 60j)ercerit of the campuses in the United States: 
This combination occurs more frequently at institutibris with enrollments 
of less than lO^DOO.) 

Special quaUflcatidns^^ Many bf the same qualifications as for union director. Un- 
derstanding of the value of student activities and of the motivations of stu- 
dents who part[cipate in them: Understanding bf arid ability to apply stu- 
derit development theory. Ability to sustain communication with diverse 
groUjjs, to anticipate problems, reconcile conflicts, and maintain a strong 

- ^ philosophical base for student activities. 

Experience: Experience in student prograrnmin^ advising student groups. 

Successful leadership experience In student organizations as an uridergrad- 

uate. Expertise in training and leadership development desirable. 

Education: fiachelor's and ma^^^^ degrees usually required in such areas as edu- 
cation^^the behavioral or social sc[ences,^^^^^^^ or student develop- 

ment. Some institutions will recognize several years' experience iri lieu bf 
the master's degree. 

Program adviser (or assistant program director) 
Respditskbiiities: Primary responsibilities Include the advising of specific prbgram 
areas or grbups bri prbgram content, organization of the volunteer commit- 
tees, co^ntinuijy, jprocedur^^ arid pblicies, arrangements for program 
events, planning, and evaluation. Reports to the prbgram director. May be 
respbnsible for assisting with the administration^of the prbgram depart- 
ment. Assigririierits to prbgram areas are usually made in keeping with the 

- _ - adviser's skills and interests. 

Special qualifications: Strong imerestj^^ with studerit groups, a working 

knowledge of student de^ dopment theory, commitment to the educatibrial 
value bf the program effort, willingness to work evenings and weekends as 

- _ _ ^E? require. 

Experience: Expertise in specifi areas desirable. Experience in student 

organizations as an undergraduate. 
Education: Bachelbr's degree required. Often considered an entry-level pbsitibri 

and may be cbriibiried with graduate study. 
Examples of program advisere for specialized areas: 

Outdoor recreation director or manager 

Responsibilities: AdministeTs a varied prbgram bf butdoor experiences, 
such as hiking, climbing, aquatic^^^ sports. Advises 

clubs arid conimittees. Supervises outdoor recreation ceriter, iri- 
cludirig purchases arid rentals, equipment repairs, storage, and 
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meeting robrris. Coordinates the scheduling of resource persons 
for supervision arid instructibri. 

Special qualifications: Appreciation of the natural environment and an ea- 
gerness to share this witfi others: Strong sense of respDnsibility 
that recognizes the challenges and dangers of many of the prb- 
grarhs. Prorriotioriai ability. Expertise in prograriuriirig butddbr re- 
creation, 

Experience: Participant in outdoor activities. Qualified leader and admin- 
istrator. Experience in planning outdoor programs. 

EdiicaUoh: Bachelor's degree, preferably iri recreation, education admiri- 
istratibri, or a related field. 

Leisure classes coordiiiatbr 

RespdhsibillU^: Responsible for plaririirig arid executing the uriibri's lei- 
sure class program, including selecting courses, select- 
ing and training instructors, administering the budgeting and ac- 
counting process, supervising the registration process, arid evalu- 
ating Jhe total prpgrarii. 

Special qiialificatidns: Cbmmitment to thie value of quaHty leisute-ti^^^ 
activity^ ability to^ anticipate and perceive the types of activities 
that interest patrons, ability to establish a well-balanced array of 

_ bptions for participarits. 

Expeneiice: Experierice as a uriibri program ad^^^^ 

nator; interviewing sidi|s; administrative experience helpful; 

Education: Bachelor's degree, preferably in education, education admin- 
istratiori, student developmerit, the behavioral or social scierices, 
or a related field. 

Craft shop director or manager 

Responsibilities: Supervises the operation of the shop and program which 
may include woodworking, ceramics, photography, metal or lapi- 
dary work, poster making, ^d other areas. Arrariges for supervi- 
sors arid instructors of craft classes. Mairitairis iriveritbries. May 
allege for s^ale bf era 

Special quaiifications: Insight into the creative process and technicai 
knowledge of the requirements of the various crafts. Ability to 
proriiote craft shop offeririgs. Mariagerial skills. 

Experience: Experierice in bperating a ujiion or cori^ craft 
shop. Teaching background in arts and crafts areas desirable. 

Education: fiachelDps degree in fine arts, art history, industrial arts, or a 
related field. 

Art and gallery director or niahager 

Responslbillties: Responsible for^ continuing program of art exhibits and 
related prbgrariis such as lectures or pariel discussions. May be re- 
spbrisible for niaintaining a jieitnanent cqllectiq^ a lending li- 
brary, artists-in-residence, or special sales. Works with student 
committees and community art leaders in creating and mairitairi- 
ing the art program. May also be respbrisible for the craft shbp bp- 
eratiori. 

1 ^ 



Special qualifications: Strong background in the arts, with some knowl- 
edge of museum work heipfui. Ability to encourage student and 
other volunteer invdlyement in the artistic life of the union; 

_Know ledge of recent develdfjmehts in the art world. 

Experience: Background in gallei^ management in qth^^^^ museum 
work, art instruction, or administration of art programs desirable; 
Grantsmahship experience can be helpful. 

Education: Bachelor's degree in fine arts, art education, art history, mu- 
seum or arts administration, or related field. 



Theater di^^^^ 

Responsibilities: Responsible for theater management, including box office, tech- 
nical, stage, and hause operations. Supervises theater staff, and develops 
theater program. Works with meihbers of the campus commuhity in the 
presentation of cultiital and ptiblic functidns. Maintains the theater calen- 
dar and coordinates reservation of the facility by campus and community 
groups. May report to union director or to an associate or assistant direct^^^ 

Special qualifk rations: Working knowledge of all fields of theater: drama, music, 
concerts^dance, films, etc. Understaridirig of technical and artistic aspects 
of theater. Working knowledge of accounting. Abiljty to recruit and train 
staff. Ability tc work with academic departments which may use the thea- 
ter as a learning laboratory. Understanding of marketing techniques. 

Experience: Admimstrative wo^^^^ miisic, speech, talent booking, film 

booking, arts organizations, orother related fields. Persoi^^^^ experience as 
an actor, musician, student producer, or other theater-related activity desir- 
able. 

Education: Bachelor's degre^ background in liberal arts, music, 

speech, or theater. Master's degree sometimes required in arts administra- 
tion or a related field. 



Prbmdtidns dr_ marketing director 

Responsibilities: ft-bmbtes the entire union dperatidn through printedmaterials and 
9y^^^^l»_ L"p]y caleridars , brochures , special catalbgs for retail 
operations, announcements, newsjettei^, radjo andjeleyisionjiublic serv- 
ice announcements, and advertising (to the extent permitted by local and 
state laws). Supervises graphic design artists, who may be student work- 
ers. Works with campUs newspaper tb cbbidiriate advertising, news cover- 
age of union events and services, and featuitj articles about Unibfi. 
Works with ali departments of the union to ensure a consistent public rela- 
tibhs apprbach throughout the bperatiph. May also advise student commit- 
Works clds^ with carnpus public relatibhs bffice. May report to the 
union director or to an^s^ociate qi^asslistam director. 

Special qualifications: Good communication skills, both written and oral; ability to 
wbrk with a variety of people and situations; understanding of union phi- 
losophy and the role of the uhibn within the cbhtext bf the university or col- 
lege; ability to articulate the mission of the union to rnahy constituencies. 
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Experience: Employment in a public relations finti, or as a jburhalist or graphic de- 
signer: Experience in a public relations department for a college, univer- 
sity, or public service institution. Experience in student activities as an an- 
_ dergraduate helpful. 

Edticatidn: Bachelbr's degree in the liberal arts, jburrialism, broadcast jbumalism, 
creative writing, graphic design, or a related field. 

Busiiiess maiiager (^^^ 

Responsibilities: Responsible for the financirJ management of the union operation, 
including budget forecasting and control, accountings purchasing, and gen- 
eral business furictibris. DepNsridirig bh the orgariizatibhal structure and the 
re^sponsibilities as^ to other assistant br assbciate directors, may alsb 
be responsible for retail operations, computer applications, maintenance, 
recruitment and training of service personnel, building operations includ- 
ing the space reservation system, br other assigned areas. Reports to the 
unjon djrectqr. 

Special qualifications: Organizing and executive ability, thorough familiarity with 
accounting proi:edures, resourcefulne5S in conducting business operations 
tb facilitate arid suppbrt the riiissibri of the uriibri, serisitivity to the needs of 

students and the union's educational fbje. 

Experience: Successful experience in the business management of unions, resi- 
dence halls, clubs, hotels or restaurants, private enterprise, or equivalent 
managemerit experierice in other busiriess fields. 
Minimum paid experience in years for a pbsition at a: 
Small campus 2 years 

Medium campus 4 years 

Large campus 6 years 

Education: Bachelbr's degree in business admiriistratibh, iristitutibrial 
management, hotel or food service management, accounting, or related 
field; or bachelor's degree and equivalent training through practical busi- 
riess experience. Master's degree in business br piublic administration de- 
sirable. 

Dperatibhs manager (or administrative assistant) 

Responsibilities: Iri charge of specific buildirig operations such as rboni reserva- 
tibris, iriformatibri desk, checkrbbm, rentals, game rbbms, hair-sQ/^ling 
shop, retaji shops, hotej^ unit^In small unions this position may be com^ 
bined with that of business manager under the title assistant director in 
charge of bperatipris. 

Special qualificatidns: Abili^ tb brgariize, supervise, arid admiriister; familiarity 
with managejTient practices in a business enterprise; resourcefulness in 
meeting a variety of challenges in public relations, employee training, and 
efficierit riianagemerit of a service institutiori. 

Experience: At least three years bf busiriess experierice irivblving adniiriistrative 
and management abilities. Experience as a student or staff worker in a un- 

_ ion heipfui. 

Education: Bachelbr's degree with training in busiriess admiriistration, personnel 
practices, or public relatibris. Iriterriship br graduate assistantships in uriion 
work or other on-the-job training recommended. 



Maintenance manager 

Responsibilities: in charge of buil^^^^^ custodial care, rdom 

setups, fire and safety programs, and equipment inventory control. In 

small uriidris this pbsition may be combined with that of business manager 
or assistaiitjdir^^^^^ 

Special qualifications: Ability to supervjs variety of personnel actions and direct 
a work force to ensure that facility is maintained in a clean and orderly 
mahrier; appreciation of special needs of union users; and flexibility to ad- 
just to changing schedules. Some knowledge of techniques and crafts in- 

and cbristructibh. Open 
to new ideas and adaptable to changing technology. 

Experience: At least three years of successful supervisory experience, preferably in 

3_^o^py^<^^}ot\ or facility mainteriahce position. 

Education: Bacheior's degree in eng^^ business management is desirable 

although significant experience and special training may be acceptable in 
lieu of a degree. 

Food service director (or assistant director for food service) 
Responsibilities r In charge of aii union food service operations, includinj restau- 
rant dining, catering, cafeteria, snack bars, and possibly satellite opera- 
tions^ In larger Unions, there is usually also an assistant food service direc- 
tor or manager: 

Special quaiifications: AbiHty to organize and train a large staff of both full-time 
arid student employees. Thorough familiarity with all phases of food pur- 
chasing, jprejaratidri, prbductibri cbritrbl, merchandising, service, and in- 
^^™^J?^^^*Y? Uriderstaridirig bf the technical 

aspects of menu planning. Working knowledge^ of nutrition and dietetics; 
sympathetic appreciation of special needs of campus clientele; resourceful- 
ness in Using uriibri facilities in accomplishing the general social and recre- 
ational objectives of the union. 

Experience: Supervisor or manager of a union orjesidence hall dining Unit, or 
equivalent experience in commercial food management and catering else- 
where of such character as tb demonstrate ability to direct the veined food 
service of the union (cafeteria, waiter service diriirig room, snack bars, ca- 
tering, kitchen). 
Minimum paid experience in years for a position at a: 
Small br riiediurri campus 3 years 

Large campus 5 years 

Education: Bachelor's degree in hotel or institutional management, busi- 
ness administration, accounting, or related field. Some institutions will 
recognize sigriificarit experience in a commercial food service enterprise in 
lieu of the degree. 



Recreation area manager 

Responsibilities: Cbordiriates and supervises all activity and fiscal aspects of a re- 
creation facility arid prograrii, which may include bowling, billiards, table 
tennis, chess, bridge, amusei^^^^ arid reritals of Ibckers, bicyc- 

les, and other recreational '^uipment. Responsible for iritraniural, em- 
plbyee, arid family leagues and tournaments and for intercollegiate com- 



petition. Trains and sUpe^^ 

tenance personnel, counter attendants, and student employees: Promotes 
activity in the recreation area. Advises student committees and may have 
collateral duties within the union. 

Special QuaUfications^^Know^^ activities involved is a near ne- 
cessi^, and ability to teach some of the skills is helpful: Some icnowiedge 
of accounting, budget controls, cash operations controls, and inventory 
controls impbrtaht. Working khbwledge of repair and rriairiteriarice of rria- 
chines and equipment im ^?l^tions skills desirable . 

Experience: Experience in managing commercial, coiiegiate, or military recreation 
centers. Competitive and mechanical background can be helpful. Promo- 
tion and rherchahdisirig background and experience in working with groups 
are assets. Experience as a student employee can be valuable, particularly 
in enC^-ievei positions: 

Educatidh: Bachelor's degreeJn business administration^ recreation administra- 
tion, or related field. Some ihstitutioris may recognize significant experi- 
ence in lieu of the degree. 

Bookstore manager 

Responsibilities: In charge of all aspects of the college bookstore, including deter- 
mination of bTOfea^ J^?rchandise to be^ Placing J^Pl^lcs* st^f jvork 
schedules, operating hours, financial operation including fiscal and inven- 
tory controls ^ training and supervision of pereonnel. 

Special qualificatibhs: Knowledge of mercharidisihg, with special attention to the 
requifements of college stor^^^^ accounting and inventory 

procedures: Management and administrative ability: Abiiity to work effec- 

_ tively:with employees, the campus public, and academic departments. 

Experience: Bookstore manager, retail store department head, publisher's repre- 
___ sentative, general me^^ 

Education: Bachelor's degree in business administration, accounting, or related 
field. 

Scheduling and reservations manager 

Responsibilities: Accepts reservation requests and schedules efficient use of union 
faciHties. In some cases, may be responsible for scheduling of all campus 
facilities (Usually excludinj athletics) when not used for academic_pur- 
poses: Interprets policies: Coordinates major functions, arrangements for 
audio-visual and other equipment. Anvanges for room setups. Maintains 
master calendar and rc^^ 

Special q^ilalincations: Knowledge and appreciation of the intricacies of the entire 
coiiegiate calendar and potential conflicts: Abiiity to s^piy poiicies equita- 
bly and recognize unusual requirements. Must be well-organized and able 
to keep work up-to-date. Meets people easily and maintains composure 
during schedining crises. 

Experience: Familiarity with a union or other institutionai operation, such as a ho- 
tel or club. Demonstrated ability to work within systems and to keep rec- 
ords. 

Education: Some collegiate experience is desirable to provide insight into the vari- 
ety of campus life and the value systems that are prevaient. 



Compensation 

The Association of Coilege Unions-International publishes an^ annual salaiy sur- 
vey in the ACU-I Bulletin. The results of the survey allow comparisons of sSaries 
for similar professional positions in unions of various sizes at schools of various en- 
^P^'Il'^nts* by^iyirig the low, average, arid high salaries fepbited by those respond- 
ing to the survey: 

_ The results of the annual survey are heJpful to employers in establishing salaries 
for new pbsitibhs, upigradirig existing pbsitidns, or for demonstrating how a union's 
salaries for profession staff cqriipafe with those of other iristitutibris of the same 
size: ITie results of the most recent survey can be obtained by contacting the ACU-I 
CejitralX)ffice,4Q0 E. Seventh St., Bloomington, IN 474iE)5; (812) 332-8017. 

The Central Office bf the Assbciatipri of College Unibns-Intemational can pro- 
vide additiorial irtfomatiqri c bf colleje unions, riiaterials 
from the Council for the Advancement of Standards, and statistical data on union 
operations. 

Employnient sery^^^ 

In aodiliQn, the Association provides a computerized employment service known 
as ACUIRES (Assbciation of Cbllege Unibns-Internatibnal Registry Employment 
S^cj^!9^) J^5^ f^J^^^^ with bperi pbsitibris arid iridividuals whb wish tb 

secure or change positions in the union or activjties field. ACUIRES matches de- 
scriptions of available jobs with the abilities and preferences of candidates who have 
filed with the service. The papers bf candidates selected by this computer match are 
Jl^ipn open pbsitibri. Bbth eriiplbyers arid candidates have 

their choice of open or confidential listings. Candidate and^emplqyer forms may be 
obtaineil by writing to ACU-1, 40G E. Seventh St. ,^ Bloomington, IN 47405: 

ACU-I member schbbls may list jbb openings with ACUIRES at no cbst. Non- 
rilember iristitutibris are charged $75. Iridividuals riiay register as carididates for 12 
months at a cost of $25: ACU-I^ professional member^jire charged only $15. 

In addition to ACUIRES' year-round operation, an employment center at the an- 
nual conference permits employers tb examine candidates ' ricdrds and 'o facilitate 
persbrial iriterviews. Eriiplbyers whb use this annual ACUIRES service pay $50 if 
the positjon is registered at conference or within the SO-day period immediately pre- 
ceding the conference. Schools that register to use ACUIRES at conference at least 
3D days before conference pay only $25 for the service. 

A college riiay anribunce a vacaricy via a Professional Opportunity, a sheet de- 
scribing job openings, ft-ofessi^on^al Opportunities accompany the^/i/o^^ the 
Association's newsletter which reaches about 1,806 persons nine times a year: 
Members pay $75 per Professional Opportunity announcement. 
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